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Job Description

	JOB TITLE:
Annual Pass Assistant
	DEPARTMENT:
Communications

	RESPONSIBLE TO:
Annual Pass Officer
	RESPONSIBLE FOR:


	GENERAL PURPOSE:

To assist the Annual Pass Officer in processing the Annual Pass applications and renewals in a timely manner, whilst ensuring the highest levels of accuracy are maintained at all times.  Effectively communicating with prospective and current annual pass holders with the highest levels of customer service.  

	RESPONSIBILITIES:

· Assist the Annual Pass Officer (APO) in the measurement and evaluation of all AP activity including monthly monitoring of the AP budget.
· To ensure all AP activity is in keeping with the brand identity.

· To ensure that the software package (RE) provides usable business information.

· To have a clear understanding of who our AP holders are, who renews and why, who doesn’t and why.

· To assist the APO in monitoring competitor activity on an ongoing basis ensuring we are maximising our membership proposition.

· To manage the AP database including processing all AP applications and renewals.

· To assist the APO in effectively communicating with AP holders including letters, emails, information lines etc.

· To respond to / manage all AP complaints and thank yous.

· To be responsible for all hardware associated with AP scheme including production of AP cards.

· To advise / recommend on improvements to the AP scheme.

· To assist the APO with monthly reporting on actual numbers of AP’s against target and quarterly on status of AP’s – who/how many/where from/changes/churn etc.

· To work with other departments to drive new initiatives to deliver increased sales.

· To be aware of all financial implications of AP scheme e.g. VAT, Gift Aid, credit card security numbers, Direct Debit etc.

· To ensure churn is reduced and renewal rates increased.

· Liaise with Media & PR Officer on AP publications; Annual review, newsletters etc.
· To use AP base for research across the business.

· To make the most of all relevant activities within the Park to raise the profile of AP’s.

· To assist the APO in ensuring the Communications team is briefed on all general AP activity, to develop campaigns, and constantly improve internal communication.

· To ensure internal profile of AP scheme is maintained and understood.

· To work closely with the finance team to produce relevant reports as requested. 

· To issue AP activity reports on a weekly basis to the Communications Director.

· To attend team meetings as required.

· To deputise for the APO as required by the APO and Communications Director. 
· To proactively contribute / participate in park activities. 
· To ensure all equipment under your control is kept in good working order, it is well maintained and ensuring its safe return after use.
· To be aware of all facilities, exhibits and special events that are ongoing or taking place within Marwell Zoological Park.
· To abide by all existing Health and Safety Regulations.

· To be aware of the aims and objectives of the Marwell Preservation Trust.

· To undertake any other duty deemed reasonable as required by the Annual Pass Officer and Communications Director.
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